
 

Table Of Contents 
PI Functions .................................................................................................. 1 
Principal Investigator Functions Introduction ...................................................... 1 
Prepare and Update Proposals.......................................................................... 2 
Communicate with NSF on an Awarded Project................................................... 3 

Manage Participation on a Project .................................................................. 4 
Manage Participation on a Project Introduction ................................................... 4 

For Proposed Projects .................................................................................. 4 
For Awarded Projects ................................................................................... 4 

For Proposed Projects................................................................................ 5 
Manage Participation for a Proposed Project ....................................................... 5 
Add a Co-PI to a Proposal................................................................................ 6 
Add a Non-Co-PI Senior Person to a Proposal ....................................................11 
Remove a Co-PI from a Proposal .....................................................................17 
Remove a Non-Co-PI Senior Person from a Proposal ..........................................24 
Add or Remove a Co-PI for a Proposal File Update .............................................29 

Add a Co-PI to a Proposal File Update ...........................................................33 
Remove a Co-PI from a Proposal File Update ..................................................34 

Add or Delete Senior Personnel for a Letter of Intent..........................................36 
Add a Senior Person ...................................................................................39 
Delete a Senior Person................................................................................40 

Add or Delete Senior Personnel for a Proposal File Update...................................42 
Add a Senior Person ...................................................................................45 
Delete a Senior Person................................................................................46 

Add or Delete Senior Personnel for a Revised Submitted Budget ..........................47 
Add a Senior Person ...................................................................................49 
Delete a Senior Person................................................................................50 

Create a Proposal PIN....................................................................................51 
For Awarded Projects ...............................................................................56 

Manage Participation for Awarded Projects........................................................56 
Add or Delete Senior Personnel for an Addition of Subaward Request ...................57 

Add a Senior Person ...................................................................................60 
Delete a Senior Person................................................................................60 

Add or Delete Senior Personnel for a PI Transfer Request ...................................62 
Add a Senior Person ...................................................................................66 
Delete a Senior Person................................................................................67 

Add or Delete Senior Personnel for a Supplementary Funding Request ..................68 
Add a Senior Person ...................................................................................72 
Delete a Senior Person................................................................................73 

Assign an Award PIN .....................................................................................75 
Update PI Information and Status.................................................................81 

Update NSF on Your PI Information and Status .................................................81 
Update PI Information..............................................................................82 

Update the PI Information Introduction ............................................................82 
Access the Edit Principal Investigator’s (PI) Information Screen ...........................83 

From the Principal Investigator (PI)/Co-Principal Investigator (Co-PI) Management 
Screen......................................................................................................83 
From Proposal Preparation...........................................................................84 

Edit the PI Information ..................................................................................87 
Index ..........................................................................................................91 

i 





 

PI Functions 

Principal Investigator Functions Introduction 
  
  
As a Principal Investigator (PI), you are the individual designated by the grantee and 
approved by NSF who is responsible for a project’s scientific or technical direction. 
  
You are designated as a PI with NSF when the Sponsored Project Office (SPO) 
representative of your organization adds you as a FastLane user and marks the 
check mark box indicating that you are a PI.  
  
As a PI, you work in the Proposals, Awards, and Status module (Figure 1) on four 
types of activities: 

•   Managing participation on a project, before and after award 
•   Preparing, checking, and updating proposals 
•   Communicating with NSF on the project post-award 
•   Updating NSF on your PI information and status 

  

 
  

Figure 1   FastLane Home Page screen. The Proposals, Awards, and Status 
link is circled. PIs, Co-PIs, and Other Authorized Users work in this module. 
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Prepare and Update Proposals 
  
In the Proposals, Awards, and Status module, you prepare a proposal and 
communicate with NSF about it. In pre-award work associated with a proposal, the 
PI can do the following: 

•   Create a Letter of Intent 
•   Prepare a proposal 
•   Allow or remove SPO access to a proposal 
•   Update a submitted proposal 
•   Check the status of a proposal 
•   View the review and panel reviews of a proposal 
•   Revise a submitted proposal budget 
•   Withdraw a proposal 
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Communicate with NSF on an Awarded Project 
  
Once NSF has granted an award to your project, you can report on your project and 
communicate with NSF. In post-award work associated with a project, you can do 
the following: 

• Prepare a notification or request 
• Prepare a Supplemental Funding Request 
• Check the status of continuation funding 
• View and print the award documents, including viewing a cooperative 

agreement 
• Prepare an annual, final, or interim project report 
• Prepare a Facility Performance Report 
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Manage Participation on a Project 

Manage Participation on a Project Introduction 
  
The PI for a project manages the participation of others on a proposal or a project 
both before and after award. 

For Proposed Projects 
  
The PI coordinates the participation of Co-PIs, Non-Co-PI Senior Personnel, and 
Other Authorized Users (OAUs) on a project. The PI can do the following to manage 
participation on a proposal: 

•   Add a Co-PI to a proposal or remove a Co-PI from a proposal 
•   Create a proposal PIN to enable an OAU to work on the proposal 
•   Add or delete non-Co-PI Senior Personnel as part of any of the following: 

-  Letter of Intent 
-  Proposal 
-  Revised Submitted Budget 
-  Proposal File Update 

  
The PI is also responsible for enabling a Senior Person to work on a proposal. To 
enable a Senior Person to work on a proposal, communicate to the individual the 
following information: 

• Proposal PIN 
• Proposal Number 

For Awarded Projects 
  
The PI coordinates the participation of Co-PIs, Non-Co-PI Senior Personnel, and 
OAUs on a project that NSF has awarded. The PI can do the following to manage 
participation in a project: 

•   Add or change Co-PIs on a project 
•   Withdraw a Co-PI from a project 
•   Assign or change the award PIN to enable an OAU to work on a project report 
•   Add or delete non-Co-PI Senior Personnel as part of any of the following: 

-  Addition of Subaward Request 
-  PI Transfer Request 
-  Supplemental Funding Request 

  
To enable a Senior Person to work on a project report, communicate to the individual 
the following: 

• Award PIN 
• Award Number 
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For Proposed Projects 

Manage Participation for a Proposed Project 
 
The PI coordinates the participation of Co-PIs, Non-Co-PI Senior Personnel, and 
Other Authorized Users (OAUs) on a project. The PI can do the following to manage 
participation on a proposal: 

•   Add a Co-PI to a proposal or remove a Co-PI from a proposal 
•   Create a proposal PIN to enable an OAU to work on the proposal 
•   Add or delete non-Co-PI Senior Personnel as part of a: 

-  A Letter of Intent 
-  A proposal 
-  A Revised Submitted Budget 
-  A Proposal File Update 

 
The PI is also responsible for enabling a Senior Person to work on a proposal. To 
enable a Senior Person to work on a proposal, communicate to the individual the 
following information: 

• Proposal PIN 
• Proposal Number 
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Add a Co-PI to a Proposal 
  
Before adding a Co-PI to a proposal, the individual must be registered with NSF as a 
PI.  
  
You may only add four Co-PIs to a proposal. You may add other individuals to the 
project as Non-Co-PI Senior Personnel (see Add or Delete Senior Personnel). 
  
Use the General Log In procedure to log in to the system.   

  
1.      The Principal Investigator (PI)/Co-Principal Investigator (Co-PI) 

Management screen displays (Figure 1).   
  

 
  

Figure 1   Principal Investigator (PI)/Co-Principal Investigator (Co-PI) 
Management screen. The Proposal Functions link is circled. 

  
2.      Click Proposal Functions (Figure 1). The Principal Investigator (PI)/Co-

Principal Investigator (Co-PI) Management Proposal Functions screen 
displays (Figure 2). 
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Figure 2   Principal Investigator (PI)/Co-Principal Investigator (Co-PI) 
Management Proposal Functions screen. The Proposal Preparation link is 

circled. 
  

3.      Click Proposal Preparation (Figure 2). The Principal Investigator (PI) 
Information screen displays (Figure 3). 

  

 
  

Figure 3   Principal Investigator (PI) Information screen. The Prepare 
Proposal button is circled. 

  
4.      Click the Prepare Proposal button (Figure 3). The Proposal Actions screen 

displays (Figure 4). 
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Figure 4   Proposal Actions screen.  The Edit button is circled. 
  

5.      Highlight the number of the proposal (Figure 4) you want to add a Co-PI to. 
6.      Click the Edit button (Figure 4). The Form Preparation screen displays (Figure 

5). 
  

 
  

Figure 5   Form Preparation screen. The Go button for the Cover Sheet is 
circled. 

  
7.      Click the Go button for Cover Sheet (Figure 5). The Cover Sheet Components 

Form screen displays (Figure 6). 
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Figure 6   Cover Sheet Components Form screen.  The Go button for 
Remainder of the Cover Sheet is circled. 

  
8.  Click the Go button for Remainder of the Cover Sheet (Figure 6). The Remainder 

of the Cover Sheet screen displays (Figure 7). 
  

 
  

Figure 7   Upper portion of the Remainder of the Cover Sheet screen. The 
Co-PI Information link is circled. 

  
9.  Click Co-PI Information at the top of the screen (Figure 7). The Co-Principal 

Investigator (Co-PI) Information section displays (Figure 8).  
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Figure 8   Co-Principal Investigator (Co-PI) Information section of the 
Remainder of the Cover Sheet screen. 

  
10.  In the NSF ID/Email box (Figure 8), type the NSF ID or email address of the 

Co-PI you want to add to the proposal. (Repeat to add up to four Co-PIs to a 
proposal.) 

11.  Click the OK button at the bottom of the screen (Figure 9). A screen displays 
(Figure 10) with confirmation that the Cover Sheet has been saved, including the 
addition of the Co-PI to the proposal.  

  
  

 
  
Figure 9   Lower portion of the Remainder of the Cover Sheet screen. The OK 

button is circled. 
  

 
  

Figure 10   Screen with confirmation that the information on the Cover 
Sheet is saved. This includes the addition of the Co-PI to the proposal. 

  
12.  Click the OK button (Figure 10). The Form Preparation screen displays (Figure 

5). 

10 



PI Functions 

Add a Non-Co-PI Senior Person to a Proposal 
  
You may add as many non-Co-PI Senior Personnel as you require to a proposal. 
  
1.      On the FastLane Home Page screen (Figure 1), click Proposals, Awards, and 

Status. The Proposals, Awards, and Status screen displays (Figure 2). 
  

 
  

Figure 1   FastLane Home Page screen. The Proposals, Awards, and Status 
link is circled. 
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Figure 2   Proposals, Awards, and Status screen. The PI/Co-PI Log In area is 

circled. 
  

2.      In the PI/Co-PI section (Figure 1), type the following: 
•  Your last name 
•  Your National Science Foundation Identification (NSF ID) number 
•  Your password 

3.      Click the Log In button (Figure 2). The Principal Investigator (PI)/Co-
Principal Investigator (Co-PI) Management screen displays (Figure 3).   

  

 
  

12 



PI Functions 

Figure 3   Principal Investigator (PI)/Co-Principal Investigator (Co-PI) 
Management screen. The Proposal Functions link is circled. 

  
4.      Click Proposal Functions (Figure 3). The Principal Investigator (PI)/Co-

Principal Investigator (Co-PI) Management Proposal Functions screen 
displays (Figure 4). 

  

 
  

Figure 4   Principal Investigator (PI)/Co-Principal Investigator (Co-PI) 
Management Proposal Functions screen. The Proposal Preparation link is 

circled. 
  

5.      Click Proposal Preparation (Figure 4). The Principal Investigator (PI) 
Information screen displays (Figure 5). 
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Figure 5   Principal Investigator (PI) Information screen. The Prepare 
Proposal button is circled. 

  
6.      Click the Prepare Proposal button (Figure 5). The Proposal Actions screen 

displays (Figure 6). 
  

 
  

 Figure 6   Proposal Actions screen.  The Edit button is circled.  
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7.      Highlight the number of the proposal (Figure 6) that you want to add a Non-CoPI 

Senior Person to. 
8.      Click the Edit button (Figure 6). The Form Preparation screen displays (Figure 

7). 
  

 
  
  

Figure 7   Form Preparation screen. The Go button for Add/Delete Non-Co-
PI Senior Personnel is circled.  

  
9.      Click the Go button (Figure 7) for Add/Delete Non-Co-PI Senior Personnel. The 

Add/Delete Non-Co-Principal Investigator (Co-PI) Senior Personnel 
Assigned to Proposal screen displays (Figure 8).  

  
Figure 8   Add/Delete Non-Co-Principal Investigator (Co-PI) Senior 

Personnel Assigned to Proposal screen. The Add Non-Co-PI Senior Person to 
Proposal button is circled. 

  
10.  In the appropriate boxes, type the individual’s first and last name and middle 

initial (Figure 8). 
11.  Click the Add Non-Co-PI Senior Person to Proposal button (Figure 8). The 

Add/Delete Non-Co-Principal Investigator (Co-PI) Senior Personnel 
Assigned to Proposal screen displays (Figure 9) with the individual listed as a 
Senior Person. The individual is also now listed on the Budget Personnel screen 
(Figure 10) as a Senior Person for whom funds can be allocated. 

  
Figure 9   Add/Delete Non-Co-Principal Investigator (Co-PI) Senior 

Personnel Assigned to Proposal screen. The newly added Senior Person’s 
name now appears in the list of Senior Personnel. 
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Figure 10   Budget Personnel screen. The name of the newly added Senior 
Person is listed for addition if necessary as a person for whom funds are to 

be allocated. 
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Remove a Co-PI from a Proposal 
  
NSF permits only four Co-PIs per proposal. 
  
1.      On the FastLane Home Page screen (Figure 1), click Proposals, Awards, and 

Status. The Proposals, Awards, and Status screen displays (Figure 2). 
  

 
  

Figure 1   FastLane Home Page screen. The Proposals, Awards, and Status 
link is circled. 
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Figure 2   Proposals, Awards, and Status screen. The PI/Co-PI Log In area is 

circled. 
  

2.      In the PI/Co-PI section (Figure 1), type the following: 
•  Your last name 
•  Your National Science Foundation Identification (NSF ID) number  
•  Your password 

3.      Click the Log In button (Figure 2). The Principal Investigator (PI)/Co-
Principal Investigator (Co-PI) Management screen displays (Figure 3).   
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Figure 3   Principal Investigator (PI)/Co-Principal Investigator (Co-PI) 
Management screen. The Proposal Functions link is circled. 

  
4.      Click Proposal Functions (Figure 3). The Principal Investigator (PI)/Co-

Principal Investigator (Co-PI) Management Proposal Functions screen 
displays (Figure 4). 

  

 
  

Figure 4   Principal Investigator (PI)/Co-Principal Investigator (Co-PI) 
Management Proposal Functions screen. The Proposal Preparation link is 

circled. 
  

5.      Click Proposal Preparation (Figure 4). The Principal Investigator (PI) 
Information screen displays (Figure 5). 
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Figure 5   Principal Investigator (PI) Information screen. The Prepare 
Proposal button is circled. 

  
6.      Click the Prepare Proposal button (Figure 5). The Proposal Actions screen 

displays (Figure 6). 
  

 
  

Figure 6   Proposal Actions screen.  The Edit button is circled. 
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7.      Highlight the number of the proposal (Figure 6) that you want to remove a Co-PI 

from. 
8.      Click the Edit button (Figure 6). The Form Preparation screen displays (Figure 

7). 
  

 
  

Figure 7   Form Preparation screen. The Go button for the Cover Sheet is 
circled. 

  
9.      Click the Go button for Cover Sheet (Figure 7). The Cover Sheet Components 

Form screen displays (Figure 8). 
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Figure 8   Cover Sheet Components Form screen.  The Go button for 
Remainder of the Cover Sheet is circled. 

  
10.  Click the Go button for Remainder of the Cover Sheet (Figure 8). The 

Remainder of the Cover Sheet screen displays (Figure 9). 
  

 
  

Figure 9   Upper portion of the Remainder of the Cover Sheet screen. The 
Co-PI Information link is circled. 

  
11.  Click Co-PI Information at the top of the screen (Figure 9). The Co-Principal 

Investigator (Co-PI) Information section displays (Figure 10).  
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Figure 10   Co-Principal Investigator (Co-PI) Information section of the 
Remainder of the Cover Sheet screen. A Co-PI’s name and the box to check 

to remove the Co-PI are circled. 
  

12.  Click the check mark box (Figure 10) for the Co-PI that you want to remove. 
13.  Click the OK button at the bottom of the screen (Figure 11). A screen displays 

(Figure 12) with confirmation that the Cover Sheet has been saved. This includes 
the removal of the Co-PI from the proposal.  

  
  

 
  
Figure 11   Lower portion of the Remainder of the Cover Sheet screen. The 

OK button is circled. 
  

 
  

Figure 12   Screen with confirmation that the information on the Cover 
Sheet is saved. 

  
14.  Click the OK button (Figure 12). The Form Preparation screen displays (Figure 

7). 
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Remove a Non-Co-PI Senior Person from a Proposal 
  
1.      On the FastLane Home Page screen (Figure 1), click Proposals, Awards, and 

Status. The Proposals, Awards, and Status screen displays (Figure 2). 
  

 
  

Figure 1   FastLane Home Page screen. The Proposals, Awards, and Status 
link is circled. 
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Figure 2   Proposals, Awards, and Status screen. The PI/Co-PI Log In area is 

circled. 
  

2.      In the PI/Co-PI section (Figure 1), type the following: 
•  Your last name 
•  Your National Science Foundation Identification (NSF ID) number 
•  Your password 

3.      Click the Log In button (Figure 2). The Principal Investigator (PI)/Co-
Principal Investigator (Co-PI) Management screen displays (Figure 3).   
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Figure 3   Principal Investigator (PI)/Co-Principal Investigator (Co-PI) 
Management screen. The Proposal Functions link is circled. 

  
4.      Click Proposal Functions (Figure 3). The Principal Investigator (PI)/Co-

Principal Investigator (Co-PI) Management Proposal Functions screen 
displays (Figure 4). 

  

 
  

Figure 4   Principal Investigator (PI)/Co-Principal Investigator (Co-PI) 
Management Proposal Functions screen. The Proposal Preparation link is 

circled. 
  

5.      Click Proposal Preparation (Figure 4). The Principal Investigator (PI) 
Information screen displays (Figure 5). 
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Figure 5   Principal Investigator (PI) Information screen. The Prepare 
Proposal button is circled. 

  
6.      Click the Prepare Proposal button (Figure 5). The Proposal Actions screen 

displays (Figure 6). 
  

 
  

 Figure 6   Proposal Actions screen.  The Edit button is circled.  
  

7.      Highlight the number of the proposal (Figure 6) from which you want to delete a 
Senior Person. 
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8.      Click the Edit button (Figure 6). The Form Preparation screen displays (Figure 
7). 

  

 
  

Figure 7   Form Preparation screen. The Go button for Add/Delete Non-Co-
PI Senior Personnel is circled.  

  
9.      Click the Go button (Figure 7) for Add/Delete Non-Co-PI Senior Personnel. The 

Add/Delete Non-Co-Principal Investigator (Co-PI) Senior Personnel 
Assigned to Proposal screen displays (Figure 8).  

  
  

Figure 8   Add/Delete Non-Co-Principal Investigator (Co-PI) Senior 
Personnel Assigned to Proposal screen. The Delete Non-Co-PI Senior Person 

from Proposal button is circled. 
  
10.  Highlight the name of the Senior Person that you want to remove from the 

proposal (Figure 8). 
11.  Click the Delete Non-Co-PI Senior Personnel from Proposal button (Figure 

8). A screen displays (Figure 9) with a message for you to confirm that you want 
to remove the Senior Person. 

  
Figure 9   Screen with a message for you to confirm that you want to 

remove the Senior Person. 
  

12.  Click the OK button (Figure 9). A screen displays (Figure 10) confirming that the 
Senior Person has been removed from the proposal. 

  

 
  

Figure 10   Screen with the message that the Senior Person has been 
removed from the proposal. 
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Add or Remove a Co-PI for a Proposal File Update 
  
1.      On the FastLane Home Page screen (Figure 1), click Proposals, Awards, and 

Status. The Proposals, Awards, and Status screen displays (Figure 2). 
  

 
  

Figure 1   FastLane Home Page screen. The Proposals, Awards, and Status 
link is circled. 
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Figure 2   Proposals, Awards, and Status screen. The PI/Co-PI Log In area is 

circled. 
  

2.      In the PI/Co-PI section (Figure 1), type the following: 
•  Your last name 
•  Your National Science Foundation Identification (NSF ID) number 
•  Your password 

3.      Click the Log In button (Figure 2). The Principal Investigator (PI)/Co-
Principal Investigator (Co-PI) Management screen displays (Figure 3).   
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Figure 3   Principal Investigator (PI)/Co-Principal Investigator (Co-PI) 
Management screen. The Proposal Functions link is circled. 

  
4.      Click Proposal Functions (Figure 3). The Principal Investigator (PI)/Co-

Principal Investigator (Co-PI) Management Proposal Functions screen 
displays (Figure 4). 

  
Figure 4   Principal Investigator (PI)/Co-Principal Investigator (Co-PI) 

Management Proposal Functions screen. The Proposal File Update link is 
circled. 

  
5.      Click Proposal File Update (Figure 4). The List of Proposals Eligible for 

Update screen displays (Figure 5). 
  
  
  
Figure 5   List of Proposals Eligible for Update screen. The Continue button 

is circled. 
  

6.      Highlight the proposal (Figure 5) for which you want to add or remove a Senior 
Person. 

7.      Click the Continue button (Figure 5). The Proposal Update Control screen 
displays (Figure 6). 

  

 
  

Figure 6   Proposal Update Control screen. The View/Edit Update button is 
circled. 

  
8.      Click the View/Edit Update button (Figure 6). The Form Preparation screen 

displays (Figure 7). 
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Figure 7   Form Preparation Screen. The Go button for Cover Sheet is circled. 
  

9.      Click the Go button for Cover Sheet (Figure 7). The Cover Sheet Components 
Form screen displays (Figure 8). 
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Figure 8   Cover Sheet Components Form screen.  The Go button for 

Remainder of the Cover Sheet is circled. 
  

10.  Click the Go button for Remainder of the Cover Sheet (Figure 8). The 
Remainder of the Cover Sheet screen displays (Figure 9). 

  

 
  

Figure 9   Upper portion of the Remainder of the Cover Sheet screen. The 
Co-PI Information link is circled. 

  
11.  Click Co-PI Information at the top of the screen (Figure 9). The Co-Principal 

Investigator (Co-PI) Information section displays (Figure 10). In this section, 
you can do either one or both of the following: 
•  Add a Co-PI 
•  Remove a Co-PI 

  

 
  

Figure 10   Co-Principal Investigator (Co-PI) Information section of the 
Remainder of the Cover Sheet screen. 

Add a Co-PI to a Proposal File Update 
  
1.      In the NSF ID/Email box (Figure 10), type the NSF ID or email address of the 

Co-PI you want to add to the proposal file update. (Repeat for up to four Co-PIs 
on a proposal.) 

2.      Click the OK button at the bottom of the screen (Figure 11). A screen displays 
(Figure 12) with confirmation that the Cover Sheet has been saved, including the 
addition of the Co-PI to the proposal.  
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Figure 11   Lower portion of the Remainder of the Cover Sheet screen. The 

OK button is circled. 
  

 
  

Figure 12   Screen with confirmation that the information on the Cover 
Sheet is saved. This includes the addition of the Co-PI to the proposal. 

Remove a Co-PI from a Proposal File Update 
  
1.      In the Co-Principal Investigator (Co-PI) Information section of the 

Remainder of the Cover Sheet screen (Figure 13), click the check mark box 
for the Co-PI that you want to remove. 

  

 
  

Figure 13   Co-Principal Investigator (Co-PI) Information section of the 
Remainder of the Cover Sheet screen. A Co-PI’s name and the box to check 

to remove the Co-PI are circled. 
  

2.      Click the OK button at the bottom of the screen (Figure 14). A screen displays 
(Figure 15) with confirmation that the Cover Sheet has been saved. This includes 
the removal of the Co-PI from the proposal.  
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Figure 14  Lower portion of the Remainder of the Cover Sheet screen. The 
OK button is circled. 

  

 
  

Figure 15   Screen with confirmation that the information on the Cover 
Sheet is saved. 

  
3.      Click the OK button (Figure 12). The Form Preparation screen displays (Figure 

7) 
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Add or Delete Senior Personnel for a Letter of Intent 
  
1.      On the FastLane Home Page screen (Figure 1), click Proposals, Awards, and 

Status. The Proposals, Awards, and Status screen displays (Figure 2). 
  

 
  

Figure 1   FastLane Home Page screen. The Proposals, Awards, and Status 
link is circled. 
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Figure 2   Proposals, Awards, and Status screen. The PI/Co-PI Log In area is 

circled. 
  

2.      In the PI/Co-PI section (Figure 1), type the following: 
•  Your last name 
•  Your National Science Foundation Identification (NSF ID) number 
•  Your password 

3.      Click the Log In button (Figure 2). The Principal Investigator (PI)/Co-
Principal Investigator (Co-PI) Management screen displays (Figure 3).   
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Figure 3   Principal Investigator (PI)/Co-Principal Investigator (Co-PI) 
Management screen. The Proposal Functions link is circled. 

  
4.      Click Proposal Functions (Figure 3). The Principal Investigator (PI)/Co-

Principal Investigator (Co-PI) Management Proposal Functions screen 
displays (Figure 4). 

  
Figure 4   Principal Investigator (PI)/Co-Principal Investigator (Co-PI) 

Management Proposal Functions screen. The Letters of Intent link is circled. 
  
5.      Click Letters of Intent (Figure 4). The Letters of Intent screen displays on 

the Create New LOI from Solicitation tab (Figure 5).  
  

  
Figure 5   Letters of Intent screen on the Create New LOI from Program 

Solicitation tab. The Edit/View LOI tab is circled. 
  
6.      Click the Edit/View LOI tab (Figure 5). The Letters of Intent screen displays 

on the Edit/View LOI tab (Figure 6).  
  

 
  

Figure 6   Letters of Intent screen on the Edit/View LOI tab. 
  

38 



PI Functions 

7.      Click Edit (Figure 6) on the row for the Letter of Intent that you want to add or 
delete Senior Personnel for. The Edit LOI screen displays (Figure 7).  

  
  

Figure 7   Edit LOI screen. The Add/Edit Personnel button is circled. 
  
8.      Click the Add/Edit Personnel button at the bottom of the screen (Figure 7). 

The Edit LOI—Add/Edit Other Senior Personnel screen displays (Figure 8), 
where you can do either or both of the following: 
•  Add a Senior Person 
•  Delete a Senior Person 
  

  
Figure 8   Edit LOI—Add/Edit Other Senior Personnel screen. The Add to List 

button is circled. 

Add a Senior Person 
  

1.      To add a Senior Person, type the following on the Edit LOI—Add/Edit Other 
Senior Personnel screen (Figure 8): 
•  In the First Name box, type the individual’s first name. 
•  In the Middle Initial box, type the individual’s middle initial (optional). 
•  In the Last Name box, type the individual’s last name. 
•  In the Organization Name box, type the name of the organization registered 

with NSF. 
•  In the Department box, type the individual’s research department. 
•  In the City box, type the individual’s city. 
•  In the State box, type the individual’s state (optional). 
•  In the Country box, select the country from the drop-down list. 

2.      Click the Add to List button (Figure 8). The Edit LOI—Add/Edit Other Senior 
Personnel screen displays (Figure 9) with the individual’s name now listed in the 
Existing Personnel section. 
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Figure 9   Edit LOI—Add/Edit Other Senior Personnel screen. The 
individual’s name is now listed in the Existing Personnel section. 

Delete a Senior Person 
  
On the Edit LOI—Add/Edit Other Senior Project Personnel screen (Figure 10), 
click Delete in the row for the Senior Person whose name you want to delete. The 
Edit LOI—Add/Edit Other Senior Project Personnel screen displays (Figure 11) 
with the Senior Person’s name no longer listed in the Existing Personnel section. 
  

 
  

Figure 10   Edit LOI—Add/Edit Other Senior Project Personnel screen. The 
Delete link is circled. 
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Figure 11   Edit LOI—Add/Edit Other Senior Project Personnel screen with 
the Senior Person no longer listed in the Existing Personnel section.  
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Add or Delete Senior Personnel for a Proposal File 
Update 
  
1.      On the FastLane Home Page screen (Figure 1), click Proposals, Awards, and 

Status. The Proposals, Awards, and Status screen displays (Figure 2). 
  

 
  

Figure 1   FastLane Home Page screen. The Proposals, Awards, and Status 
link is circled. 
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Figure 2   Proposals, Awards, and Status screen. The PI/Co-PI Log In area is 

circled. 
  

2.      In the PI/Co-PI section (Figure 1), type the following: 
•  Your last name 
•  Your National Science Foundation Identification (NSF ID) number 
•  Your password 

3.      Click the Log In button (Figure 2). The Principal Investigator (PI)/Co-
Principal Investigator (Co-PI) Management screen displays (Figure 3).   
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Figure 3   Principal Investigator (PI)/Co-Principal Investigator (Co-PI) 
Management screen. The Proposal Functions link is circled. 

  
4.      Click Proposal Functions (Figure 3). The Principal Investigator (PI)/Co-

Principal Investigator (Co-PI) Management Proposal Functions screen 
displays (Figure 4). 

  
Figure 4   Principal Investigator (PI)/Co-Principal Investigator (Co-PI) 

Management Proposal Functions screen. The Proposal File Update link is 
circled. 

  
5.      Click Proposal File Update (Figure 4). The List of Proposals Eligible for 

Update screen displays (Figure 5). 
  
  
Figure 5   List of Proposals Eligible for Update screen. The Continue button 

is circled. 
  

6.      Highlight the proposal (Figure 5) for which you want to add or remove a Senior 
Person. 

7.      Click the Continue button (Figure 5). The Proposal Update Control screen 
displays (Figure 6). 

  

 
  

Figure 6   Proposal Update Control screen. The View/Edit Update button is 
circled. 

  
8.      Click the View/Edit Update button (Figure 6). The Form Preparation screen 

displays (Figure 7). 
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Figure 7   Form Preparation screen. The Add/Delete Non-Co-PI Senior 
Personnel button is circled. 

  
9.      Click the Go button for Add/Delete Non-Co-PI Senior Personnel (Figure 7). The 

Add/Delete Non-Co-Principal Investigator (Co-PI) Senior Personnel 
Assigned to Proposal screen displays (Figure 8). On this screen you can do 
either one or both of the following: 
•  Add a Senior Person 
•  Delete a Senior Person 

  
Figure 8   Add/Delete Non-Co-Principal Investigator (Co-PI) Senior 

Personnel Assigned to Proposal screen. The Add Non-Co-PI Senior Person to 
Proposal button is circled. 

Add a Senior Person 
  
1.      On the Add/Delete Non-Co-Principal Investigator (Co-PI) Senior 

Personnel Assigned to Proposal screen (Figure 8), type the individual’s first 
and last name and middle initial in the appropriate boxes. 

2.      Click the Add Non-Co-PI Senior Person to Proposal button (Figure 8). The 
Add/Delete Non-Co-Principal Investigator (Co-PI) Senior Personnel 
Assigned to Proposal screen displays (Figure 9) with the individual listed as a 
Senior Person. The individual is also now listed on the Budget Personnel screen 
(Figure 10) as a Senior Person for whom funds can be allocated. 

  
Figure 9   Add/Delete Non-Co-Principal Investigator (Co-PI) Senior 

Personnel Assigned to Proposal screen. The newly added Senior Person now 
appears in the list of Senior Personnel. 
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Figure 10   Budget Personnel screen. The name of the newly added Senior 
Person is listed for addition if necessary as a person for whom funds are to 

be allocated. 

Delete a Senior Person 
  
1.      On the Add/Delete Non-Co-Principal Investigator (Co-PI) Senior 

Personnel Assigned to Proposal screen (Figure 11), highlight the name of the 
Senior Person that you want to remove. 

  
  

Figure 11   Add/Delete Non-Co-Principal Investigator (Co-PI) Senior 
Personnel Assigned to Proposal screen. The Delete Non-Co-PI Senior Person 

from Proposal button is circled. 
  
2.      Click the Delete Non-Co-PI Senior Personnel from Proposal button (Figure 

10). A screen displays (Figure 12) with a message for you to confirm that you 
want to remove the Senior Person. 

  
Figure 11   Screen with a message for you to confirm that you want to 

remove the Senior Person. 
  

3.      Click the OK button (Figure 12). A screen displays (Figure 13) confirming that 
the Senior Person has been removed. 

  

 
  

Figure 13   Screen with the message that the Senior Person has been 
removed. 
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Add or Delete Senior Personnel for a Revised 
Submitted Budget 
  
1.      On the FastLane Home Page screen (Figure 1), click Proposals, Awards, and 

Status. The Proposals, Awards, and Status screen displays (Figure 2). 
  

 
  

Figure 1   FastLane Home Page screen. The Proposals, Awards, and Status 
link is circled. 
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Figure 2   Proposals, Awards, and Status screen. The PI/Co-PI Log In area is 

circled. 
  

2.      In the PI/Co-PI section (Figure 1), type the following: 
•  Your last name 
•  Your National Science Foundation Identification (NSF ID) number 
•  Your password 

3.      Click the Log In button (Figure 2). The Principal Investigator (PI)/Co-
Principal Investigator (Co-PI) Management screen displays (Figure 3).   
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Figure 3   Principal Investigator (PI)/Co-Principal Investigator (Co-PI) 
Management screen. The Proposal Functions link is circled. 

  
4.      Click Proposal Functions (Figure 3). The Principal Investigator (PI)/Co-

Principal Investigator (Co-PI) Management Proposal Functions screen 
displays (Figure 4). 

  
  

Figure 4   Principal Investigator (PI)/Co-Principal Investigator (Co-PI) 
Management Proposal Functions screen. The Revise Submitted Proposal 

Budget link is circled.  
  
5.      Click Revise Submitted Proposal Budget (Figure 4). The List of Proposals 

screen displays (Figure 5).   
  
  

Figure 5   List of Proposal screen. The View button is circled. 
  
6.      Highlight the proposal for which you want to add or delete a Senior Person 

(Figure 5). 
7.      Click the View button (Figure 5). The Proposal Revised Budget screen 

displays (Figure 6). 
  
  
Figure 6   Proposal Revised Budget screen. The radio button for Add/Delete 

Senior Personnel and the OK button are circled. 
  
8.      Click the radio button (Figure 7) for Add/Delete Non-Co-PI Senior Personnel. 
9.      Click the OK button (Figure 7). The Add/Delete Non-Co-Principal 

Investigator (Co-PI) Senior Personnel Assigned to Proposal screen 
displays (Figure 8). On this screen you can do either one or both of the following: 
•  Add a Senior Person 
•  Delete a Senior Person 
  

  
Figure 7   Add/Delete Non-Co-Principal Investigator (Co-PI) Senior 

Personnel Assigned to Proposal screen. The Add Non-Co-PI Senior Person to 
Proposal button is circled. 

Add a Senior Person 
  
1.      On the Add/Delete Non-Co-Principal Investigator (Co-PI) Senior 

Personnel Assigned to Proposal screen (Figure 7), type the individual’s first 
and last name and middle initial in the appropriate boxes. 

2.      Click the Add Non-Co-PI Senior Person to Proposal button (Figure 7). The 
Add/Delete Non-Co-Principal Investigator (Co-PI) Senior Personnel 
Assigned to Proposal screen displays (Figure 8) with the individual listed as a 
Senior Person. The individual is also now listed on the Budget Personnel screen 
(Figure 9) as a Senior Person for whom funds can be allocated. 
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Figure 8   Add/Delete Non-Co-Principal Investigator (Co-PI) Senior 
Personnel Assigned to Proposal screen. The newly added Senior Person now 

appears in the list of Senior Personnel. 
  

 
  

Figure 9   Budget Personnel screen. The name of the newly added Senior 
Person is listed for addition if necessary as a person for whom funds are to 

be allocated. 

Delete a Senior Person 
  
1.      On the Add/Delete Non-Co-Principal Investigator (Co-PI) Senior 

Personnel Assigned to Proposal screen (Figure 10), highlight the name of the 
Senior Person that you want to remove. 

  
  

Figure 10   Add/Delete Non-Co-Principal Investigator (Co-PI) Senior 
Personnel Assigned to Proposal screen. The Delete Non-Co-PI Senior Person 

from Proposal button is circled. 
  
2.      Click the Delete Non-Co-PI Senior Personnel from Proposal button (Figure 

10). A screen displays (Figure 11) with a message for you to confirm that you 
want to remove the Senior Person. 

  
Figure 11   Screen with a message for you to confirm that you want to 

remove the Senior Person. 
  

3.      Click the OK button (Figure 11). A screen displays (Figure 12) confirming that 
the Senior Person has been removed. 

  

 
  

Figure 12   Screen with the message that the Senior Person has been 
removed. 
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Create a Proposal PIN 
  
To enable an Other Authorized User (OAU) to work on a proposal, you must create a 
Proposal PIN and give this PIN to the OAU. The OAU needs the PIN to log into 
Proposals, Awards, and Status to work on the proposal, a proposal update, or a 
revised submitted budget. 
  
  
1.      On the FastLane Home Page screen (Figure 1), click Proposals, Awards, and 

Status. The Proposals, Awards, and Status screen displays (Figure 2). 
  

 
  

Figure 1   FastLane Home Page screen. The Proposals, Awards, and Status 
link is circled. 
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Figure 2   Proposals, Awards, and Status screen. The PI/Co-PI Log In area is 

circled. 
  

2.      In the PI/Co-PI section (Figure 1), type the following: 
•  Your last name 
•  Your National Science Foundation Identification (NSF ID) number 
•  Your password 

3.      Click the Log In button (Figure 2). The Principal Investigator (PI)/Co-
Principal Investigator (Co-PI) Management screen displays (Figure 3).   
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Figure 3   Principal Investigator (PI)/Co-Principal Investigator (Co-PI) 
Management screen. The Proposal Functions link is circled. 

  
4.      Click Proposal Functions (Figure 3). The Principal Investigator (PI)/Co-

Principal Investigator (Co-PI) Management Proposal Functions screen 
displays (Figure 4). 

  

 
  

Figure 4   Principal Investigator (PI)/Co-Principal Investigator (Co-PI) 
Management Proposal Functions screen. The Proposal Preparation link is 

circled. 
  

5.      Click Proposal Preparation (Figure 4). The Principal Investigator (PI) 
Information screen displays (Figure 5). 
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Figure 5   Principal Investigator (PI) Information screen. The Prepare 
Proposal button is circled. 

  
6.      Click the Prepare Proposal button (Figure 5). The Proposal Actions screen 

displays (Figure 6).  
  

 
  

Figure 6   Proposal Actions screen. The Proposal PIN button is circled. 
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7.      Highlight the number of the proposal (Figure 6) that you want to create a PIN a 
for. 

8.      Click the Proposal PIN button (Figure 6). The Proposal PIN Control screen 
displays (Figure 7). 

  

 
  

Figure 7   Proposal PIN Control screen. The OK button is circled. 
  

9.      In the boxes (Figure 7), type the four-digit PIN you want to give the proposal. 
10.  Click the OK button (Figure 7). A screen displays (Figure 8) with the confirmation 

message that the proposal has been assigned the PIN you have given it.  
  

 
  

Figure 8   Screen confirming that the proposal has a new PIN. 
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For Awarded Projects 

Manage Participation for Awarded Projects 
 
The PI coordinates the participation of Co-PIs, Non-Co-PI Senior Personnel, and 
OAUs on a project that NSF has awarded. The PI can do the following to manage 
participation in an awarded project: 

•   Add or change Co-PIs on a project 
•   Withdraw a Co-PI from a project 
•   Assign or change the award PIN to enable an OAU to work on a project report 
•   Add or delete non-Co-PI Senior Personnel as part of an: 

-  Addition of Subaward Request 
-  PI Transfer Request 
-  Supplemental Funding Request 

 
To enable a Senior Person to work on a project report, communicate to the individual 
the following: 

• Award PIN 
• Award Number 
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Add or Delete Senior Personnel for an Addition of 
Subaward Request 
  
1.      On the FastLane Home Page screen (Figure 1), click Proposals, Awards, and 

Status. The Proposals, Awards, and Status screen displays (Figure 2). 
  

 
  

Figure 1   FastLane Home Page screen. The Proposals, Awards, and Status 
link is circled. 
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Figure 2   Proposals, Awards, and Status screen. The PI/Co-PI Log In area is 

circled. 
  

2.      In the PI/Co-PI section (Figure 1), type the following: 
•  Your last name 
•  Your National Science Foundation Identification (NSF ID) number 
•  Your password 

3.      Click the Log In button (Figure 2). The Principal Investigator (PI)/Co-
Principal Investigator (Co-PI) Management screen displays (Figure 3).   

  
  

Figure 3   Principal Investigator (PI)/Co-Principal Investigator (Co-PI) 
Management screen. The Award and Reporting Functions link is circled. 

  
4.      Click Award and Reporting Functions (Figure 3). The Principal Investigator 

(PI)/Co-Principal Investigator (Co-PI) Management Award and 
Reporting Functions screen displays (Figure 4). 
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Figure 4   Principal Investigator (PI)/Co-Principal Investigator (Co-PI) 
Management screen. The Notifications and Requests link is circled. 

  
5.      Click Notifications and Requests (Figure 4). The Notifications and Requests 

screen displays (Figure 5). 
  
  

Figure 5   Notifications and Requests screen. The link to an Addition of 
Subaward link is circled. 

  
6.      Find the Addition of Subaward Request in the Works in Progress section 

(Figure 5). 
7.      Click Addition of Subaward (Figure 5) in the row for the Addition of Subaward 

for which you want to add or delete a Senior Person. The Form Preparation 
screen displays (Figure 6).  
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Figure 6   Addition of Subaward Form Preparation screen. The Go button for 
Add/Delete Senior Personnel (other than PI/Co-PI) is circled. 

  
8.      Click the Go button (Figure 6) for Add/Delete Non-Co-PI Senior Personnel. The 

Add/Delete Non-Co-Principal Investigator (Co-PI) Senior Personnel 
Assigned to Proposal screen displays (Figure 7). On the Add/Delete Non-Co-
Principal Investigator (Co-PI) Senior Personnel Assigned to Proposal 
screen, you can do either one of the following, or both: 
•  Add a Senior Person 
•  Delete a Senior Person 

  
  

Figure 7   Add/Delete Non-Co-Principal Investigator (Co-PI) Senior 
Personnel Assigned to Proposal screen. The Add Non-Co-PI Senior Person to 

Proposal button is circled. 

Add a Senior Person 
  
1.      On the Add/Delete Non-Co-Principal Investigator (Co-PI) Senior 

Personnel Assigned to Proposal screen (Figure 7), type the individual’s first 
and last name and middle initial in the appropriate boxes. 

2.      Click the Add Non-Co-PI Senior Person to Proposal button (Figure 7). The 
Add/Delete Non-Co-Principal Investigator (Co-PI) Senior Personnel 
Assigned to Proposal screen displays (Figure 8) with the individual listed as a 
Senior Person. The individual is also now listed on the Budget Personnel screen 
(Figure 9) as a Senior Person for whom funds can be allocated. 

  
Figure 8   Add/Delete Non-Co-Principal Investigator (Co-PI) Senior 

Personnel Assigned to Proposal screen. The newly added Senior Person’s 
name now appears in the list of Senior Personnel. 

  

 
  

Figure 9   Budget Personnel screen. The name of the newly added Senior 
Person is listed for addition if necessary as a person for whom funds are to 

be allocated. 
  

Delete a Senior Person 
  
1.      On the Add/Delete Non-Co-Principal Investigator (Co-PI) Senior 

Personnel Assigned to Proposal screen (Figure 10), highlight the name of the 
Senior Person that you want to remove. 
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Figure 10   Add/Delete Non-Co-Principal Investigator (Co-PI) Senior 
Personnel Assigned to Proposal screen. The Delete Non-Co-PI Senior Person 

from Proposal button is circled. 
  
2.      Click the Delete Non-Co-PI Senior Personnel from Proposal button (Figure 

10). A screen displays (Figure 11) with a message for you to confirm that you 
want to remove the Senior Person. 

  
Figure 11   Screen with a message for you to confirm that you want to 

remove the Senior Person. 
  

3.      Click the OK button (Figure 11). A screen displays (Figure 12) confirming that 
the Senior Person has been removed. 

  

 
  

Figure 12   Screen with the message that the Senior Person has been 
removed. 
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Add or Delete Senior Personnel for a PI Transfer 
Request 
  
1.      On the FastLane Home Page screen (Figure 1), click Proposals, Awards, and 

Status. The Proposals, Awards, and Status screen displays (Figure 2). 
  

 
  

Figure 1   FastLane Home Page screen. The Proposals, Awards, and Status 
link is circled. 
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Figure 2   Proposals, Awards, and Status screen. The PI/Co-PI Log In area is 

circled. 
  

2.      In the PI/Co-PI section (Figure 1), type the following: 
•  Your last name 
•  Your National Science Foundation Identification (NSF ID) number 
•  Your password 

3.      Click the Log In button (Figure 2). The Principal Investigator (PI)/Co-
Principal Investigator (Co-PI) Management screen displays (Figure 3).   

  
  

 Figure 3   Principal Investigator (PI)/Co-Principal Investigator (Co-PI) 
Management screen. The Award and Reporting Functions link is circled. 

  
4.      Click Awards and Reporting Functions (Figure 3). The Principal 

Investigator (PI)/Co-Principal Investigator (Co-PI) Management Award 
and Reporting Functions screen displays (Figure 4).  
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            Figure 4   Principal Investigator (PI)/Co-Principal Investigator (Co-
PI) Management Award and Reporting Functions screen. The Notifications 

and Requests link is circled. 
  
5.      Click Notifications and Requests (Figure 4). The Notifications and Requests 

screen displays (Figure 5).  
  
  
Figure 5   Notifications and Requests screen. The PI Transfer link is circled 

for an award. 
  

6.      Click PI Transfer (Figure 5) on the row for the award you want to add or delete 
a Senior Person. The Grant Transfer Request screen displays (Figure 6). 
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Figure 6   Grant Transfer Request screen. 
  
7.      Click the Save and Continue button (Figure 6). The Click on a Link to Work 

screen displays (Figure 7).  
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Figure 7   Click on a Link to Work screen. The Edit Transfer Request Forms 
link is circled. 

  
8.      Click Edit Transfer Request Forms (Figure 7). The Form Preparation screen 

displays (Figure 8). 
  

 
  

Figure 8   Form Preparation screen. The Go button for Add/Delete Non Co-PI 
Senior Personnel is circled. 

  
9.      On the Form Preparation screen, click the Go button for Add/Delete Non Co-PI 

Senior Personnel (Figure 8). The Add/Delete Non Co-Principal Investigator 
(Co-PI) Senior Personnel Assigned to Proposal screen displays (Figure 9). 
On this screen, you can do either one or both of the following: 
•  Add a Senior Person 
•  Delete a Senior Person 

  
  

Figure 9   Add/Delete Non-Co-Principal Investigator (Co-PI) Senior 
Personnel Assigned to Proposal screen. The Add Non-Co-PI Senior Person to 

Proposal button is circled. 

Add a Senior Person 
  
1.      On the Add/Delete Non-Co-Principal Investigator (Co-PI) Senior 

Personnel Assigned to Proposal screen (Figure 9), type the individual’s first 
and last name and middle initial in the appropriate boxes. 

2.      Click the Add Non-Co-PI Senior Person to Proposal button (Figure 9). The 
Add/Delete Non-Co-Principal Investigator (Co-PI) Senior Personnel 
Assigned to Proposal screen displays (Figure 10) with the individual listed as a 
Senior Person. The individual is also now listed on the Budget Personnel screen 
(Figure 10) as a Senior Person for whom funds can be allocated. 

  
Figure 10   Add/Delete Non-Co-Principal Investigator (Co-PI) Senior 

Personnel Assigned to Proposal screen. The newly added Senior Person’s 
name now appears in the list of Senior Personnel. 
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Figure 11   Budget Personnel screen. The name of the newly added Senior 
Person is listed for addition if necessary as a person for whom funds are to 

be allocated. 
  
  

Delete a Senior Person 
  
1.      On the Add/Delete Non-Co-Principal Investigator (Co-PI) Senior 

Personnel Assigned to Proposal screen (Figure 12), highlight the name of the 
Senior Person that you want to remove. 

  
Figure 12   Add/Delete Non-Co-Principal Investigator (Co-PI) Senior 

Personnel Assigned to Proposal screen. The Delete Non-Co-PI Senior Person 
from Proposal button is circled. 

  
2.      Click the Delete Non-Co-PI Senior Personnel from Proposal button (Figure 

12). A screen displays (Figure 13) with a message for you to confirm that you 
want to remove the Senior Person. 

  
Figure 13   Screen with a message for you to confirm that you want to 

remove the Senior Person. 
  

3.      Click the OK button (Figure 13). A screen displays (Figure 14) confirming that 
the Senior Person has been removed from the proposal. 

  

 
  

Figure 14   Screen with the message that the Senior Person has been 
removed. 
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Add or Delete Senior Personnel for a Supplementary 
Funding Request 
  
1.      On the FastLane Home Page screen (Figure 1), click Proposals, Awards, and 

Status. The Proposals, Awards, and Status screen displays (Figure 2). 
  

 
  

Figure 1   FastLane Home Page screen. The Proposals, Awards, and Status 
link is circled. 
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Figure 2   Proposals, Awards, and Status screen. The PI/Co-PI Log In area is 

circled. 
  

2.      In the PI/Co-PI section (Figure 2), type the following: 
•  Your last name 
•  Your National Science Foundation Identification (NSF ID) number 
•  Your password 

3.      Click the Log In button (Figure 2). The Principal Investigator (PI)/Co-
Principal Investigator (Co-PI) Management screen displays (Figure 3).   
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Figure 3   Principal Investigator (PI)/Co-Principal Investigator (Co-PI) 
Management screen. The Award and Reporting Functions link is circled. 

  
4.      Click Awards and Reporting Functions (Figure 3). The Principal 

Investigator (PI)/Co-Principal Investigator (Co-PI) Management Award 
and Reporting Functions screen displays (Figure 4).   

  
Figure 4   Principal Investigator (PI)/Co-Principal Investigator (Co-PI) 
Management Award and Reporting Functions screen. The Supplemental 

Funding Request link is circled. 
  

5.      Click Supplemental Funding Request (Figure 4). The List of Current Awards 
screen displays (Figure 5).  

 
  
Figure 5   List of Current Awards screen. The Prepare Supplemental Funding 

Request button is circled. 
  

6.      Highlight the award that the Supplemental Funding Request is for (Figure 5).  
7.      Click the Prepare Supplemental Funding Request button (Figure 5). The 

Request for Supplemental Funding screen displays (Figure 6).  
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Figure 6   Request for Supplemental Funding screen. The Edit button is 
circled. 

  
8.      Highlight the Supplemental Funding Request that you want to add or delete a 

Senior Person for (Figure 6). 
9.      Click the Edit button (Figure 6). The Form Preparation screen displays (Figure 

7). 
  

 
  

Figure 7   Form Preparation screen. The Add/Delete Non-Co-PI Senior 
Personnel button is circled. 

  
10.  Click the Add/Delete Non-Co-PI Senior Personnel button (Figure 7). The 

Add/Delete Non-Co-Principal Investigator (Co-PI) Senior Personnel 
Assigned to Proposal screen displays (Figure 8). On this screen you can do 
either one or both of the following: 
•  Add a Senior Person 
•  Delete a Senior Person 
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Figure 8   Add/Delete Non-Co-Principal Investigator (Co-PI) Senior 
Personnel Assigned to Proposal screen. 

  

Add a Senior Person 
  

1.      On the Add/Delete Non-Co-Principal Investigator (Co-PI) Senior 
Personnel Assigned to Proposal screen (Figure 8), type the individual’s first 
and last name and middle initial in the appropriate boxes. 

2.      Click the Add Non-Co-PI Senior Person to Proposal button (Figure 8). The 
Add/Delete Non-Co-Principal Investigator (Co-PI) Senior Personnel Assigned to 
Proposal screen displays (Figure 9) with the individual listed as a Senior Person.  

  

 
  

Figure 9   Add/Delete Non-Co-Principal Investigator (Co-PI) Senior 
Personnel Assigned to Proposal screen. The individual’s name now displays 

as a Senior Person. 
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Delete a Senior Person 
  
1.      On the Add/Delete Non-Co-Principal Investigator (Co-PI) Senior 

Personnel Assigned to Proposal screen (Figure 10), highlight the name of the 
Senior Person that you want to remove. 

  

 
  

Figure 10   Add/Delete Non-Co-Principal Investigator (Co-PI) Senior 
Personnel Assigned to Proposal screen. The Delete Non-Co-PI Senior Person 

from Proposal button is circled. 
  

2.      Click the Delete Non-Co-PI Senior Personnel from Proposal button (Figure 
10). A screen displays (Figure 11) with a message for you to confirm that you 
want to remove the Senior Person. 

  

 
  

Figure 11   Screen with the message for you to confirm that you want to 
delete the Senior Person.  The OK button is circled. 

  
3.      Click the OK button (Figure 11). A screen displays (Figure 12) confirming that 

the Senior Person has been removed. 
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Figure 12   Screen with the confirmation that the Senior Person has been 
deleted.  
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Assign an Award PIN 
  
To enable an Authorized Other User (AOU) to work on a project report or a facilities 
performance report, assign a PIN to an award and give this PIN to the OAU for 
logging in. 
  
1.      On the FastLane Home Page screen (Figure 1), click Proposals, Awards, and 

Status. The Proposals, Awards, and Status screen displays (Figure 2). 
  

 
  

Figure 1   FastLane Home Page screen. The Proposals, Awards, and Status 
link is circled. 
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Figure 2   Proposals, Awards, and Status screen. The PI/Co-PI Log In area is 

circled. 
  

2.      In the PI/Co-PI section (Figure 1), type the following: 
•  Your last name 
•  Your National Science Foundation Identification (NSF ID) number 
•  Your password 

3.      Click the Log In button (Figure 2). The Principal Investigator (PI)/Co-
Principal Investigator (Co-PI) Management screen displays (Figure 3).  
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Figure 3   Principal Investigator (PI)/Co-Principal Investigator (Co-PI) 
Management screen. The Award and Reporting Functions link is circled. 

  
4.      Click Award and Reporting Functions (Figure 3). The Principal Investigator 

(PI)/Co-Principal Investigator (Co-PI) Management Award and 
Reporting Functions screen displays (Figure 4).  

  

 
  

Figure 4   Principal Investigator (PI)/Co-Principal Investigator (Co-PI) 
Management Award and Reporting Functions screen. The Project Reports 

System link is circled. 
  
5.      Click Project Reports System (Figure 4). The Project Reports System screen 

displays (Figure 5). 
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Figure 5   Project Reports System screen on the Annual/Final Project 
Reports tab.   

  
6.      Click the award number (Figure 5) for the award that you want to give a PIN to. 

The Annual/Final Project Report Requirements screen displays (Figure 6). 
  

 
  

Figure 6    Annual/Final Project Report Requirements screen.  The 
Create/Edit link is circled for an award. 

  
7. Select Create/Edit (Figure 6). The Publicity, Patent Rights, and Privacy 
screen displays (Figure 7).  
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Figure 7   Publicity, Patent Rights, and Privacy screen. The Continue button 

is circled. 
  

8. Select the Continue button (Figure 7). The Project Reports System 
Control screen displays (Figure 8). 

  

 
  
Figure 8   Project Reports System Control screen. The Assign or Change PIN 

link is circled. 
  

9. Click Assign or Change PIN (Figure 8). The Assign or Change Award PIN 
screen displays (Figure 9). 
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Figure 9   Assign or Change Award PIN screen. The Continue button is 

circled. 
  

10. In the Enter Award PIN box (Figure 9), type the new award PIN (five 
digits).  

11. In the Reenter Award PIN box (Figure 9), type the new award PIN again. 
12. Click the Continue button (Figure 9). The Assign or Change Award 
PIN screen displays (Figure 10) with a message that the PIN has either been 
assigned or changed.  

  

 
  

Figure 10   Assign or Change Award PIN screen with the message that the 
award PIN has been changed or assigned. The Continue button is circled. 

  
13. Click the Continue button (Figure 10). The Project Reports System 
Control screen displays (Figure 8). 
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Update NSF on Your PI Information and Status 
  
  
The PI also communicates to NSF about any changes in his or her status. The PI can 
do the following in FastLane:  

•   Prepare a PI Transfer request to transfer the project to a new organization 
•   Designate a Co-PI as the PI on a project and become a Co-PI on the project 
•   Prepare a Withdrawal of PI Request to withdraw from a project 
•   Prepare a Short-Term Absence of PI Notification to NSF if you must leave a 

project for a period of time less than 3 months 
•   Prepare a Long-Term Absence of PI Request to NSF if you must leave a 

project for a period of time greater than 3 months  
  
At any time, you can update your personal information on file with NSF. 
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Update the PI Information Introduction 
 
As a PI, through FastLane, you can update and change the information that NSF has 
on file for you.  You may not change the name but can change any information on 
the form.  
 
The following types of information are optional but are useful to NSF in tracking the 
distribution of grants and awards (see Security and Privacy): 
•  Gender 
•  Disability 
•  Ethnicity 
•  Race 
•  Citizenship 
  

To update the PI information, see Access the Edit Principal Investigator Screen for 
instructions. 
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Access the Edit Principal Investigator’s (PI) 
Information Screen 
 
To change your PI information, you must access the Principal Investigator (PI) 
Information screen. You can access the Principal Investigator (PI) Information 
screen from either of the following: 
•  The Principal Investigator (PI)/Co-Principal Investigator (Co-PI) Management 

screen 
•  Proposal Preparation 

 

From the Principal Investigator (PI)/Co-Principal Investigator 
(Co-PI) Management Screen 
 
1.  On the FastLane Home Page screen, log in to Proposals, Awards, and Status as 

a PI (see PI/Co-PI Login). The Principal Investigator (PI)/Co-Principal 
Investigator (Co-PI) Management screen displays (Figure 1).  

 

 
 

Figure 1   Principal Investigator (PI)/Co-Principal Investigator (Co-PI) 
Management screen. The Change PI Information link is circled. 

 
2.  Click Change PI Information (Figure 1). The Principal Investigator (PI) 

Information screen displays (Figure 2). 
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Figure 2   Principal Investigator (PI) Information screen. The Edit PI 

Information button is circled. 
 
3.  Click the Edit PI Information button (Figure 2). The Edit Principal 

Investigator’s (PI) Information screen displays (Figure 3). See Edit PI 
Information for instructions for working on this screen. 

 

 
 

Figure 3   Edit Principal Investigator’s (PI) Information screen. 
 

From Proposal Preparation 
 
1.  On the FastLane Home Page screen, log in to Proposals, Awards, and Status as 

a PI (see PI/Co-PI Login). The Principal Investigator (PI)/Co-Principal 
Investigator (Co-PI) Management screen displays (Figure 4).  

 

 
 

Figure 4   Principal Investigator (PI)/Co-Principal Investigator (Co-PI) 
Management screen. The Proposal Functions link is circled. 

 
2.  Click Proposal Functions (Figure 4). The Principal Investigator (PI)/Co-

Principal Investigator (Co-PI) Management Proposal Functions screen 
displays (Figure 5). 
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Figure 5   Principal Investigator (PI)/Co-Principal Investigator (Co-PI) 
Management Proposal Functions screen. The Proposal Preparation link is 

circled. 
 
3.  Click Proposal Preparation (Figure 5). The Principal Investigator (PI) 

Information screen displays (Figure 6). 
 

 
 

Figure 6   Principal Investigator (PI) Information screen. The Edit PI 
Information button is circled. 

 
4.  Click the Edit PI Information button (Figure 6). The Edit Principal 

Investigator’s (PI) Information screen displays (Figure 7). See Edit PI 
Information for instructions for working on this screen. 
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Figure 7   Edit Principal Investigator’s (PI) Information screen. 
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Edit the PI Information 
 
1.  Access the Edit Principal Investigator’s (PI) Information screen (Figure 1) 

(see Access the Edit Principal Investigator’s (PI) Information Screen). 
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Figure 1   Edit Principal Investigator’s (PI) Information screen. The Change 
Institution button is circled. 

 
2.  To change your organization, click the Change Institution button (Figure 1). 

The Institution Search screen displays (Figure 2).  
 

 
 

Figure 2   Institution Search screen. 
 
3.  Select the search type option (Figure  2): 

•  Begins with returns all organizations whose name begins with the text 
entered. 

•  Ends with returns all organizations whose name ends with the text entered. 
•  Contains returns all organizations whose name contains the text entered. 

4.  Enter the string (at least three characters) to search for (Figure 2). 
5.  Click the Locate button (Figure  2). The Institution Search screen displays 

(Figure 3). 
 

 
 

Figure 3   Institution Search screen. The Select button is circled. 
 
6.  Highlight the organization in the Institutions Located list (Figure 3).  
7.  Click the Select button (Figure  3). The Edit Principal Investigator’s (PI) 

Information screen displays (Figure 1) with the name of the selected 
organization and the Institution Identification Number displaying in the 
appropriate boxes. 

8.  On the Edit Principal Investigator’s (PI) Information screen (Figure 4), 
when you are finished changing the PI information, click the Save Changes 
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button. A screen displays (Figure 5) with confirmation that the PI Information has 
been saved. 

 

 
 
Figure 4   Lower portion of the Edit Principal Investigator’s (PI) Information 

screen. The Save Changes button is circled. 
 

 
 

Figure 5   Screen with the message that the changed PI information has 
been saved. 

 
9.  Click the OK button (Figure  5). The Principal Investigator (PI) Information 

screen displays (Figure 6). 
 

 
 

Figure 6   Principal Investigator (PI) Information screen. 
 





 

Index 
1 
126, 17, 24, 29, 42, 47, 57, 62, 68, 75 
A 
Access................................... 83, 87 

Edit Principal Investigator’s.... 83, 87 
Principal Investigator ..................83 

Action .....................6, 11, 17, 24, 51 
Activities....................................... 1 
Add..1, 4, 5, 6, 11, 29, 36, 42, 47, 56, 

57, 62, 68 
Add Non-Co-PI Senior Person .. 11, 42, 

47, 57, 62, 68 
Add/Delete Non ............................62 

Go button .................................62 
Add/Delete Non Co-Principal 

Investigator...............................62 
Add/Delete Non-Co-PI Senior 

Personnel...... 11, 24, 42, 47, 57, 68 
Add/Delete Non-Co-Principal 

Investigator.. 11, 24, 42, 47, 57, 62, 
68 

Add/Delete Senior Personnel..... 47, 57 
Add/Edit Personnel........................36 
added Senior..........11, 42, 47, 57, 62 
added Senior Person11, 42, 47, 57, 62 
Addition........6, 11, 29, 42, 47, 57, 62 
After .........................................1, 4 
All...............................................87 
Annual/Final.................................75 
AOU............................................75 
Approved...................................... 1 
Assign ..11, 24, 42, 47, 51, 57, 62, 68, 

75 
Associated .................................2, 3 
Authorized .................. 1, 4, 5, 51, 75 
Award Number ................4, 5, 56, 75 
Award PIN.......................4, 5, 56, 75 
Awards 1, 2, 3, 4, 5, 6, 11, 17, 24, 29, 

36, 42, 47, 51, 56, 57, 62, 68, 75, 
82, 83 

B 
be..................... 6, 11, 42, 47, 57, 62 
Becomes......................................81 
Beginning ....................................87 
Bottom......................... 6, 17, 29, 36 
Budget ..................11, 42, 47, 57, 62 
Budget Personnel ....11, 42, 47, 57, 62 
Budgets.................11, 42, 47, 57, 62 
C 
Change Award PIN ........................75 
Change PI.............................. 83, 87 

Change PI Information............. 83, 87 
Change PIN..................................75 
Change Your .......................... 83, 87 
Changes ................75, 81, 82, 83, 87 

PI ............................................87 
Characters ...................................87 
Check................................ 1, 17, 29 
Check marks ...................... 1, 17, 29 
Citizenship ...................................82 
City.............................................36 
Click.6, 11, 17, 24, 29, 36, 42, 47, 51, 

57, 62, 68, 75, 83, 87 
Link..........................................62 

communicates ......... 2, 3, 4, 5, 56, 81 
NSF..........................................81 

Components....................... 6, 17, 29 
Confirm ...... 24, 42, 47, 51, 57, 62, 68 
Confirmation ...... 6, 17, 29, 51, 68, 87 
Continue..................... 29, 42, 62, 75 
Continue button........... 29, 42, 62, 75 
Cooperative................................... 3 
Cooperative Agreements ................. 3 
Co-PI1, 4, 5, 6, 11, 17, 24, 29, 36, 42, 

47, 51, 56, 57, 62, 68, 75, 81, 83 
Co-PI Information ............... 6, 17, 29 
Co-PI’s name.......................... 17, 29 
Co-Principal Investigator 6, 11, 17, 24, 

29, 36, 42, 47, 51, 57, 62, 68, 75, 
83 

Country .......................................36 
Cover Sheet ....................... 6, 17, 29 
Cover Sheet Components ..... 6, 17, 29 
Cover Sheet Components Form ..6, 17, 

29 
Create ................................... 36, 51 
Create New LOI ............................36 
Create/Edit ..................................75 
Current........................................68 
D 
Delete 4, 5, 24, 36, 42, 47, 56, 57, 62, 

68 
Delete Non-Co-PI Senior Person24, 42, 

47, 57, 62, 68 
Delete Senior Personnel36, 42, 47, 57, 

62, 68 
Department..................................36 
Designate ..................................... 1 
Disability .....................................82 
displays . 6, 11, 17, 24, 29, 36, 42, 47, 

51, 57, 62, 68, 75, 83, 87 

91 



pd_pi_functions 

E 
Edit...6, 11, 17, 24, 36, 62, 68, 83, 87 

PI Information ...........................87 
Edit LOI.......................................36 
Edit LOI—Add/Edit ........................36 
Edit PI Information........................83 
Edit Principal Investigator’s ...... 83, 87 
Edit Transfer ................................62 
Edit/View .....................................36 
Edit/View LOI ...............................36 
Email ......................................6, 29 
Email Address...........................6, 29 
Enable...................... 4, 5, 51, 56, 75 
Enter..................................... 75, 87 
Enter Award PIN ...........................75 
Ethnicity ......................................82 
Existing Personnel.........................36 
F 
Facilities ......................................75 
Facilities Performance....................75 
Facilities Performance Report..........75 
FastLane.. 1, 6, 11, 17, 24, 29, 36, 42, 

47, 51, 57, 62, 68, 75, 81, 82, 83 
FastLane Home Page . 1, 6, 11, 17, 24, 

29, 36, 42, 47, 51, 57, 62, 68, 75, 
83 

Figures .... 1, 6, 11, 17, 24, 29, 36, 42, 
47, 51, 57, 62, 68, 75, 83, 87 

Files...................................... 81, 82 
Files With.....................................81 
Final ...........................................75 
Final Project Reports .....................75 
Find ............................................57 
First Name ...................................36 
Form Preparation6, 11, 17, 24, 29, 42, 

57, 62, 68 
Form Preparation Screen 6, 11, 17, 24, 

29, 42, 57, 62, 68 
Forms ... 6, 11, 17, 24, 29, 42, 57, 62, 

68, 82 
From....17, 24, 29, 36, 42, 47, 57, 62, 

68, 81, 83 
Functions. 1, 6, 11, 17, 24, 29, 36, 42, 

47, 51, 57, 62, 68, 75, 83 
Functions Introduction .................... 1 
Funds.............. 11, 42, 47, 57, 62, 68 
Funds Requested ..........................68 
G 
Gender ........................................82 
Give...................................... 51, 75 
GO button6, 11, 17, 24, 29, 42, 57, 62 

Add/Delete Non .........................62 
Remainder ...................... 6, 17, 29 

Grant Transfer Request..................62 
Grantee ........................................ 1 
Grants............................... 3, 62, 82 
Greater Than................................81 
I 
If 11, 42, 47, 57, 62, 81 
In 1, 2, 3, 4, 6, 11, 17, 24, 29, 36, 42, 

47, 51, 56, 57, 62, 68, 75, 81, 82, 
87 

In Progress ..................................57 
In tracking ...................................82 
Include...........................3, 6, 17, 29 
Indicate ........................................ 1 
Individual ... 1, 4, 5, 6, 11, 42, 47, 56, 

57, 62, 68 
individual’s.. 11, 36, 42, 47, 57, 62, 68 

type ........ 11, 36, 42, 47, 57, 62, 68 
individual’s name .................... 36, 68 
Information 4, 5, 6, 11, 17, 24, 29, 51, 

82, 83, 87 
Information screen...6, 11, 17, 24, 51, 

83, 87 
Institution Identification Number .....87 
Institution Search .........................87 
Institutions ..................................87 
Institutions Located list ..................87 
Instructions............................ 82, 83 
Intent..........................................36 
Interim........................................75 
Interim Report..............................75 
Is 1, 4, 5, 6, 11, 17, 24, 29, 36, 42, 

47, 51, 57, 62, 68, 75, 83, 87 
L 
Last .6, 11, 17, 24, 29, 36, 42, 47, 51, 

57, 62, 68, 75 
Letter ..........................................36 
Link ...1, 6, 11, 17, 24, 29, 36, 42, 47, 

51, 57, 62, 68, 75, 83 
Click.........................................62 

link To................................... 57, 62 
List 11, 29, 36, 42, 47, 57, 62, 68, 75, 

87 
Locate .........................................87 
Log In ... 6, 11, 17, 24, 29, 36, 42, 47, 

51, 57, 62, 68, 75, 83 
LOI—Add/Edit Other Senior Project 

Personnel ..................................36 
Lower........................... 6, 17, 29, 87 
M 
manage ............................... 4, 5, 56 
Manage Participation ............. 4, 5, 56 

Proposed Project ......................... 5 

92 



Index 

Management 6, 11, 17, 24, 29, 36, 42, 
47, 51, 57, 62, 68, 75, 83 

Management Award...... 57, 62, 68, 75 
Management Proposal Functions......83 
Message .... 24, 42, 47, 51, 57, 62, 68, 

75, 87 
Middle Initial11, 36, 42, 47, 57, 62, 68 
Months ........................................81 
N 
Name.... 6, 11, 17, 24, 29, 36, 42, 47, 

51, 57, 62, 68, 75, 82, 87 
name contains..............................87 
New .................................51, 75, 81 
New Organization..........................81 
Non-CoPI.....................................11 
Non-Co-PI.............................. 4, 5, 6 
Non-Co-PI....................................11 
Non-Co-PI....................................24 
Non-Co-PI....................................42 
Non-Co-PI....................................47 
Non-Co-PI....................................56 
Non-Co-PI....................................57 
Non-Co-PI....................................62 
Non-Co-PI....................................68 
Non-Co-PI Senior Personnel4, 5, 6, 11, 

24, 42, 47, 56, 57, 62, 68 
Notifications ........................... 57, 62 
NSF ... 1, 2, 3, 4, 6, 17, 36, 56, 81, 82 

communicates ...........................81 
NSF if..........................................81 
Number ...................6, 11, 17, 24, 51 
O 
OAU needs...................................51 

PIN ..........................................51 
OAUs ....................... 4, 5, 51, 56, 75 
OK button ....6, 17, 24, 29, 42, 47, 51, 

57, 62, 68, 87 
Only........................................6, 17 
Options .......................................87 
Organization ................. 1, 36, 81, 87 
Organization Name........................36 
Other ...........1, 4, 5, 6, 36, 51, 57, 75 
Other Authorized Users .......1, 4, 5, 51 
Other Senior Project Personnel........36 
P 
part .................................... 4, 5, 56 
Password6, 11, 17, 24, 29, 36, 42, 47, 

51, 57, 62, 68, 75 
Patent Rights................................75 
Period .........................................81 
Person’s...................... 11, 36, 57, 62 

PI 1, 2, 4, 5, 6, 11, 17, 24, 29, 36, 42, 
47, 51, 56, 57, 62, 68, 75, 81, 82, 
83, 87 
Change.....................................87 

PI coordinates ...................... 4, 5, 56 
PI Information ............. 81, 82, 83, 87 
PI Information Introduction ............82 
PI Transfer...................................62 
PI Transfer Request.......................62 
PI/Co-PI 6, 11, 17, 24, 29, 36, 42, 47, 

51, 57, 62, 68, 75 
PIN ....................................... 51, 75 

OAU needs ................................51 
PIs............................................... 1 
Pre-Award..................................... 2 
Prepare ......... 2, 6, 11, 17, 24, 51, 68 
Prepare Proposal.......6, 11, 17, 24, 51 
preparing.................................2, 68 
preparing—Annual.........................75 
Principal Investigator. 1, 6, 11, 17, 24, 

29, 36, 42, 47, 51, 57, 62, 68, 75, 
83, 87 
Access ......................................83 

Principal Investigator Functions 
Introduction ............................... 1 

Principal Investigators6, 29, 36, 62, 68 
Privacy ........................................75 
Program Solicitation ......................36 
programs.....................................36 
Progress ......................................57 
Project ..............3, 4, 5, 6, 56, 75, 81 
Project Introduction........................ 4 
project manages ............................ 4 
Project Report Requirements ..........75 
Project Report Requirements screen 75 
Project Reports ................4, 5, 56, 75 
Project System Control ..................75 
project’s ....................................... 1 
Proposal ....................................... 4 
Proposal Actions .......6, 11, 17, 24, 51 
Proposal Actions screen . 6, 11, 17, 24, 

51 
Proposal File Update ................ 29, 42 
Proposal Functions ...6, 11, 17, 24, 29, 

36, 42, 47, 51, 83 
Proposal Functions link .. 6, 11, 17, 24, 

29, 36, 42, 47, 51, 83 
Proposal Functions screen ... 6, 11, 17, 

24, 29, 36, 42, 47, 51, 83 
Proposal Number ........................4, 5 
Proposal PIN......................... 4, 5, 51 
Proposal PIN Control......................51 

93 



pd_pi_functions 

Proposal Preparations .... 6, 11, 17, 24, 
51, 83 

Proposals.1, 2, 4, 5, 6, 11, 17, 24, 29, 
36, 42, 47, 51, 57, 62, 68, 75, 83 

Proposals Eligible .................... 29, 42 
Proposed ...................................4, 5 
Proposed Projects .......................4, 5 

Manage Participation.................... 5 
pseudo-SSN .6, 11, 17, 24, 29, 36, 42, 

47, 51, 57, 62, 68, 75 
Publicity ......................................75 
R 
Register...................................6, 36 
Remainder ......................... 6, 17, 29 

Go button ....................... 6, 17, 29 
Remove.17, 24, 29, 42, 47, 57, 62, 68 
Report.....................3, 57, 62, 68, 75 
Report On ..................................... 3 
Reporting Functions...... 57, 62, 68, 75 
Reporting Functions link 57, 62, 68, 75 
Reporting Functions screen..62, 68, 75 
Reports System ............................75 
Reports System Control .................75 
Reports System Control screen .......75 
Reports System link ......................75 
Request Screen ...................... 57, 62 
Requests ..........................57, 62, 68 
require ........................................11 
Research .....................................36 
Return.........................................87 
Revise ................................... 47, 51 
Revised Budget.............................47 
S 
Save .......................6, 17, 29, 62, 87 
Screen1, 6, 11, 17, 24, 29, 36, 42, 47, 

51, 57, 62, 68, 75, 83, 87 
Screen confirming .........................51 
Search ........................................87 
Section.. 6, 11, 17, 24, 29, 36, 42, 47, 

51, 57, 62, 68, 75 
see .............................. 6, 82, 83, 87 
Select...............................36, 75, 87 
Select Create/Edit .........................75 
Senior . 4, 5, 6, 11, 24, 29, 36, 42, 47, 

56, 57, 62, 68 
Senior Person .. 11, 24, 29, 36, 42, 47, 

57, 62, 68 
Senior Personnel 6, 11, 24, 36, 42, 47, 

57, 62, 68 
Senior Persons4, 5, 11, 24, 29, 36, 42, 

47, 56, 57, 62, 68 

Social Security... 6, 11, 17, 24, 29, 36, 
42, 47, 51, 57, 62, 68, 75 

Social Security Number.. 6, 11, 17, 24, 
29, 36, 42, 47, 51, 57, 62, 68, 75 

Solicitations .................................36 
SPO ............................................. 1 
Sponsored .................................... 1 
Sponsored Project Office ................. 1 
SSN .6, 11, 17, 24, 29, 36, 42, 47, 51, 

57, 62, 68, 75 
State...........................................36 
Status . 1, 2, 6, 11, 17, 24, 29, 36, 42, 

47, 51, 57, 62, 68, 75, 81, 83 
Status Screen.... 6, 11, 17, 24, 29, 36, 

42, 47, 51, 57, 62, 68, 75 
Subaward ....................................57 
Subaward Form Preparation............57 
Subaward Request ........................57 
Submit .................................. 47, 51 
Submitted Budget ................... 47, 51 
Submitted Proposal .......................47 
Submitted Proposal Budget.............47 
Supplemental ...............................68 
Supplementary .............................68 
T 
Technical ...................................... 1 
Text ............................................87 
Top ................................... 6, 17, 29 
Transfer.......................................81 
type ...1, 6, 11, 17, 24, 29, 36, 42, 47, 

51, 57, 62, 68, 75, 82, 87 
individual’s11, 36, 42, 47, 57, 62, 68 

U 
Update .............. 2, 29, 42, 51, 81, 82 

PI Information Introduction..........82 
Update Control ....................... 29, 42 
Update NSF on Your ......................81 
User........................... 1, 4, 5, 51, 75 
V 
View.................................. 3, 47, 75 
View/Edit Update button .......... 29, 42 
W 
What...........................................75 
What Do ......................................75 
What Do You Want ........................75 

Work On ...................................75 
What Do You Want To Work On.......75 
Withdraw .....................................81 
Work. 1, 2, 3, 4, 5, 51, 56, 57, 62, 75, 

83 
Work On ..............4, 5, 51, 56, 75, 83 

What Do You Want .....................75 

94 



 

95 

 


	PI Functions
	Principal Investigator Functions Introduction
	Prepare and Update Proposals
	 
	Communicate with NSF on an Awarded Project
	 
	 
	Manage Participation on a Project

	Manage Participation on a Project Introduction
	For Proposed Projects
	For Awarded Projects

	 
	For Proposed Projects

	Manage Participation for a Proposed Project
	Add a Co-PI to a Proposal
	Add a Non-Co-PI Senior Person to a Proposal
	Remove a Co-PI from a Proposal
	Remove a Non-Co-PI Senior Person from a Proposal
	Add or Remove a Co-PI for a Proposal File Update
	Add a Co-PI to a Proposal File Update
	Remove a Co-PI from a Proposal File Update

	 
	 
	 
	 
	 
	 
	 
	 
	Add or Delete Senior Personnel for a Letter of Intent
	Add a Senior Person
	Delete a Senior Person

	Add or Delete Senior Personnel for a Proposal File Update
	Add a Senior Person
	Delete a Senior Person

	Add or Delete Senior Personnel for a Revised Submitted Budget
	Add a Senior Person
	Delete a Senior Person

	Create a Proposal PIN
	For Awarded Projects

	Manage Participation for Awarded Projects
	Add or Delete Senior Personnel for an Addition of Subaward Request
	Add a Senior Person
	Delete a Senior Person

	Add or Delete Senior Personnel for a PI Transfer Request
	Add a Senior Person
	Delete a Senior Person

	Add or Delete Senior Personnel for a Supplementary Funding Request
	Add a Senior Person
	Delete a Senior Person

	Assign an Award PIN
	Update PI Information and Status

	Update NSF on Your PI Information and Status
	 
	Update PI Information

	Update the PI Information Introduction
	Access the Edit Principal Investigator’s (PI) Information Screen
	From the Principal Investigator (PI)/Co-Principal Investigator (Co-PI) Management Screen
	From Proposal Preparation

	Edit the PI Information
	Index

